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EPS (Electronic Portfolio System)  
Getting Started Guide for Trainees 
To access EPS:  
 




or you can find it from the Secondary PGCE Notice board. 
 
This is the screen you will see: 
 
To apply for a new EPS 
 
Underneath Trainee/learner actions click ‘Apply for a portfolio’. 
 
You will then find the following screen.  
 
On 'application' supply the following information: first name, surname, e-mail 
address (in full), a username, a password and an answer to this security question 
'What is building 34 the home of?  It is recommended that the University User ID is 
used, but any username may be used. It is NOT recommended that you use your 
University password.   2 
 
 
You will then receive an e-mail confirming your details and quoting the location of 
your portfolio. It is MOST IMPORTANT that the e-mail address is entered 
accurately. If it is entered incorrectly then you will not receive a confirmation e-
mail. In the worst case, someone else may receive confirmation of your username 
and password. 
 
Once you enter EPS for the first time you will find the following screen. It will 
advise you on the location of your portfolio and where to manage your directory. 
 
 
Enter your details 
here. 
Building 32 is 
the home of 
SOE   3 
 
Manage your portfolio 
 
You can then manage your portfolio by clicking on ‘Manage your portfolio folder’ 




You will be asked to enter your user name and password. Then choose your 




Then find your named portfolio (firstname.surname). Click on Manage folder 
 
Main Actions within ‘manage folder’ 
 








Upload a resource 
(including zipped 
directories) 











   4 
Upload a file 
To upload a file click on ‘Browse’ and identify the file needed - it could be on the 
hard drive of the computer, perhaps in My Documents, on a memory stick or on 
the desktop. Then click on Upload. In the University this takes a few seconds, 
whereas at home it may take a minute for a large file.  
Uploading Zip files of whole directory structures 




To rename a directory or file click on Rename; enter the new name in the dialogue 
box that appears and then tap enter.  
A confirmation screen appears. 
 
Delete 
To delete a directory or file, click on the Delete opposite the file/directory. There is 
no undo; once deleted it has gone forever. 
 A confirmation screen appears. 
 
Read Access 
There are a number of 'readonly.access' portfolios accessed. This is located at the 
top of your subject list.  
 
Tutors can place in these portfolios materials that are useful for everyone.  
 
Write access 
There are a number of 'write.access' portfolios accessed. This is also located at the 
top of your subject list.    5 
 
All users can place in these portfolios materials that are useful and they wish to 
share with the rest of the group. 
 
Unauthorised Actions 
Certain actions are unauthorised e.g. deleting a read only folder, managing other 
users’ portfolios. In these circumstances it will firstly ask you for a user name and 




Just click the back button on your web browser. 
Tutor monitoring 
Log emails are collected and sent one per tutor per day notifying tutors when you 
have uploaded files. 
 
 
 
 